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PREFACE 



This manual describes the methodjs and procedures that f^roject Skill has developed since its 
begimiing In 1974 ^nd provides a s|>urcebook of ide^^ for those \^ho might be interested in^ 
adapting this experience \Mthin their o\vn civil service systems. The manual can be used in two 
\^a>s 

1 As a guide ta decisionmakers \vko \^ish to explore instituting a similar effort geared lo 
their particular needs 

2. As a guide for practitioners involved in similar employment programs. 

Project Skill also serves as a nlodel for use as a basis for a program that could be adapted to 
local nee^ls 
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Historical Perspective 



Projecl Skill was developed in rebponbc to a concern for 
expanding ifie emplo\mcni opponunities of persons with 
disabilities* As growing attention focused on ihib popula- 
tion ab a, Mrtually untapped manpower rebouree, profes- 
sional rehabilu^tion'personnel ab well ab parents and the in- 
diMdualb thembcKes b^me more voc^l about the lack of 
tranbttional 'training anol adjustment opponunitieb ^ for 
persons with dibabilitteb ' P^ect Skill was conceived m order 
to test the feabibilit\ of oneiapproach to providing employ- 
ment for this population Tn\ focus of auention was nar- 
rowed to persons either mildly Mentally retarded orxestored 
emottonalK dibturbed. 

Funded through the US Department of Labor's Off*eeof 
Research and Development and operated by the State of 
Wiscofisin* the ploject began on April 15, W74. This project 
wab originally slAed as a 2-year demonstration program. Jtb 
!>pecific ytfgct was to define and fill94 permanent entry-level. 
Wibton^m Slate civil se/vjce pobitjonb, while providing tran- 
sitional training, adjustment, and supportive bervices to each 
project participant and employer 

rhe^imtial i,ore concernb of Project Skill were to an!>wer 
the following questionb 

\ lb competitive employmenF and economic independ- 
ence more attaj^nable when training and work adjubtment 
activities are pan of an employer's bybiem"^ 

2. Can a civi^ bervice sybtem adapt to the employment 
ncedb of lebs bevcre mentally retarded and emotionally 
disturbed perbonb^ 

I h the rehabilitationVfocesb en|^nced when the client 
IS being trained for a bpeciGc available job m a regular work 
netting at the same wageb and pnvilcges|ay)ersons who are 
not handicapped"* 

The prorject wab clearly^ne'of the first of itb4cmd in th? 
Nation, Ictterb of inquiry grew in volume over tiitie and 
eventualt) came; from States b panning border to bordef and 
^'^^st to coabt The intenbity and diversity of outbide mtercbt 
» so great that. I year later, the Dcpartrnent of Labor 



developed a 15-minuie film that detailed bignificant aspects 
of Project SkilPb operation This became an invaluable tpol 
(along with the Firbt Year and fnterim Reports) for dissem- 
inating functional information ab'ouXthe program. 

The implementatton x>t Project Skill has resulted in a 
varietv of outcomes ^ 

\ 

1 The.projeei's successful placement of over 100 persons 
into permanent State jobs resulted in the commitment by the 
State of Wibconsin (Departments of Health and Social 
Services and Adminibtration cooperatively) of sufficient 
Siate^ revenue rebourees to eqntmije Protjeet- Slcill as an 
ongoing program and expand the foeub-of effort to persons / 
of al) dibabtlities. in addition to persons who are mentally or. 
emotionally handicapped. - - ' 

2 A model dis6eminati<>n effort ihat was fomiaDy launched, 
by.a 5-State conference that lasted 2 days in mid^eptember 
1976 This conference is being followed-up by on-site staff 
visits to each interested State capital to meet with appro- ' 
priate agency and community perbonnel tp work our*imple- 
mentation birategy. ^ ' 

3 ^ ^ bpccial project funded by the Wi^conbin Governpr^' . 
Manpower Office to extend Project Skiir to cities and 
counties, using Comprehenbtve Empioynnent *'and Training . 
^ct fundb to bubbidize p^articipant balarjcb. Formal.xoopera- 
tive agreements were developed wifh Job Service, the Dm^- 
sion of Vocational Rehabilitation, and Jocal Meijtat Hjeajth/' | 
Developmental DisabiJities boardb. The p^pjec^ h^b funcs., ' 
iioned for I 1/2 ye^rb -in the JbaIaticc-of-St«lc «Tea^j[49. \ 
countieb). The cooperative agreementb Ijave yteldtd thc*m'f>st - . , 
ciTectTve vehicle for assuring scrviccb to trainees over dNva£t> 
geographical area. The next year'b cfforislnvolve a ^i^itar, 
effort witi* regard to the State's nine prime, sponst)A , 

4. A 1-year intergovernmental Pcrbonnel Act'jgr^int to 
implement a focused affirmative ^cticJji cffon^ -withift the 
State bybtcm for perbonbjwho are^ haadicappodf The Ind 
product of ihib project wiJI be twofblc^-a datars^btcm that if 
will atlov^ tracking and btatibtical ^aJ^btb^ of pumberb of 
applic^nts^ and employees who are handicapped, and a 
training packag^ for Agency affirmative action officers to use 
for managers, iupervisOrs, ^nd other .^^irtg authoritieb to 
provide information^on pmcntialuies^Q/hafKijcapped v^orkers* 



\ 



^oridblt d".uommoddt*ijn. Thc/^nal pduKdgt? developed 
be i>uch that n can be.ui^eJ b) uther Statei^ and local unns of 
g6\eramenl if lhe> so de&irc 

JProject Structure . 

OvfTvievv of Project Skill 

' r V " . - • ' 

Prijjtxt >Kill \Vdt\ ue\clopt?d jobs in Siaie civil service 
hirmj£ units, obtaint^d commKmenU tor trainee positions, set 
up \pecial ci\il \er\icc c\;iminmg procedures. an(J recruited 
eligibte applicants 

Pfojt'ct Skill experience \ho^\ the \alue of pro\idmg the 
following supportive ^er\ icci 

j Orientation lor supervisors m methods far training 
and supervising the target population and', in ^ome cases, 
assistance \^ith the actual training 

2 Appropriate orientation lor pov^orkers to aid in the 
ad|u^tment ot the trainee to the \^ork situation 

- ^ hollottup \Mth b^th the trainee and the supervisor 
in the earK detection and amelioration of problems that mav 
aiteet successful emplo\ment 

4 Prt^MMon Job adjustment \,ounscLng 

? Referral ot trainees to other supportive and volun- 
teer vervis^es ^ 

Project Skill staff are housed m Madison. Wis. and 
provide most supportive services to irainee\ in the Madison 
area In other areav. arrangemjntv are macle 'locally for 
provivu)n ot vome or all of iheve services 



Staff Requirements and Duties 

IhnKtor Responsible fur overall proje\,t mdnagemeni and ^ 
djieLtion. ^.oordinatjun of fun\,liuns, and iMison wit^f com- 
munity and State agcnciCN 

J<ih Ihi^'Uifftr Revponsjble foi securing cStil ifcrvice 
pos^ion Commitments from State agencies, performing task 
anal\^ ^if committed povitiuns. assisting personnel officers 
m piuucssing positions (Lcrtifjuaiiun *f;p<^uests, announce- 
ments, training agreements. LontraLts, ettj. ^nd t*^nsultlng 
on potential job restructuring, 

Trmner^Coui%\ehr Responsible for providing technical 
informa^K>n. liaison, and Lunsultation to i^taff. supervisors, 
personnel officers, eti. . on rehabilitation and disability- 
related isvues Responsible-^ providing traming dnd sup- 
portive scrvii.cs. developing tiaining agreements^ and ^mple^ 
menting training programs 

Jrumtr* TiKhm< lun Responsible foi providing training to 
all supervisors, as wdl as to trainVe coworkers on re^uest of 
a sopervisor ResponsibJe for tfaimng and supportive ser^ 
^ es for parti\,ular trainees Develops and implements train^ 
\C\ programs. . , . . * 



Inrake Coumtior, Responsible for contacting referral 
sources, assures that necessary information i^ gathered on ^11 
applicants, assurer that applicants are^certified before com- 
peting for a positiQn^ performs intake interviews, sets up and 
implements oral examinations, and makes arrangerrj^ents for^ 
supervisoi7 interview of final candidate^i*and.a'ssures that 
supervisor has all vi{a1 information on individuals finaU) 
choseh for the position' 

Cierua! Suppon Responsible ^pr providing public infor- 
rfiation and other contact with' the public; maintains and 
secures files, assure^ information flow to appropriate staff; 
handles processing of all correspondence and Reports; and 
keeps track of staff trave^ and appointments. 

Administrative Organization 

The project is administratively located v^ithin the Federal 
Manpower Programs Sect ton of the State Bureau of Human 
Resource Services in the State Department of Administra- 
tion, Historically, the Federal \Janpower Programs Section 
has administered several fOianpower progams targeted at 
State civil serv ice employment, as welKas jobs in county and 
city units of government. 

, The State Bureau of Human Resourct Services and thte 
State Bureau of Personnel are under the Division of Em* 
plovee Relaticois. This arrangement provides greater ^ccess 
JO the workings of the State civil service sys^m and has beea 
most helpful to Project Skill. 



The Evolution of Subsidies for Trainee Wages 

During the first 2 years of operation. Project Skill funds 
provided the salaries of trainees for a traming pertod of uptK) 
6 months. This subsidy was offered as an incentive to- 
employers to minimize any perceived "^rfsk" in hiring Project 
Skill trainees. The salaries were at the minimum wage. 
Subsidizing of training "wages*' was discontinued on April 
J5, 1976, the end of the original grant period* 

As is the case throughout most of the State civil service 
s>stem, trainees wer? then hired into existing budgeted 4)osi' 
tions They bejgan as trainees for the classification fot which 
the> .v^ere hired, aad as such their beginning v^age v^as one 
salary range below the starting j^age for that classificatioit. 
The traming period lasted a maximum of 6 months* with a 
raise after i months. 

The decision to discontinue^ the training subsid> out of 
Project Skill funds i*as due to the fact that Project Skill 
trainees v^ere able to"{}erform at a level that v^as'^er> near 
that of emplo>ees'hired through traditional methods. Ager>- 
cics, thcreforci were asked to pay /or this productivity. This 
also provided a test of the Project Skill model with a reduced 
budgetary outlay. 

Experience without subUdy has shown that agencies will 
hire Project Skill trainees m regular, budgeted! positions. 
However, job dcvelopmonr becomes more difficulty Subsidy 
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, during ihc irdinmg pcfi(j<) h ihc ideal ^iluatiun, and those 
^ccking^iu replicate the Project Skill mode) should .explore 
u>urcc^ ot fundi Tor thh purpose Although not absolutely 

'C^scnttdl to the operation ol the project, subiidi^s have been 
lound to be hclplu) 



The Evolution of Project Skill Training 

' fhc (irM Project Skill trainees, a group of J5 building 
maintenance helper tramc^*s. began jn the summer .o^ 1974. 
The project plan at that tiijie \\a\ lor Project Skill staff to be 

mvuKed jn actual "hands on" irajnjng of tramec:> and as the ' 

trarnej;^ reached a minimum lc\el of eo'mpetence. they were 

to be n[io\ed into job openings 

. After mihal experience ^itli the first group of trainees, the 
onMte ^uper\i*>on> began proMding the ^ctoaJ. training with 
technical assistance and support from Project Skill ^taff. 
'lhi\ change was made because PfH>ject Skill staff could not 
duplicate the jub knowledge o( the actual Supervisors for the 
\ariet> of jobs that would be filled Also, employers pre- 
ferred ^0 do their own training, which decreased the necessity 
for retraining Experience has shown that with assistance 
from ProjecrSkill staff* supervisors can train^handicapped 
persons to be effectife employees. 



Retati6nships with Other Agencies 

Because Project Skill served as an intermediary between 
mentalK or enfotionalH handicapped persons and the Statt 
of Wiicon^^n as an employer, it needed the cooperation of 
man> different agencies and groups in order to succeed All 
such groups were iJentint^d durmg the planning for the 
project Their !>upport was enlisted, and cooperative arrange- 
ments were made Care was taken a^all stages to keep these 
groups informed and involved 

Project Skill has worked closely with the following* 

♦ (rovernor's Offiee * 

♦ DiMsion of VoeatJonal Rehabilitation 
Division of Mental Hygiene 

♦ State Bureau of Persondi^ ^ 
♦'State agenev personnel offices 

♦ Wrsconsin Association for Retard\;d Citizens 

♦ frovcrnorV Committee on Employment of 
Person with Disabilities' 

♦ Rehabilitation facilities - 

♦ Affirmative action units 



Advisory Board 

An important a\cnue for cstabliJihing and maintaining 
ci^immuntt) linkages is tht, establishment an advisor> 
board The advisor) board i-a" provide outiffdc guidance for 
|i*licie\ and pr^icedurcs and help communicate what is being 
1^ ne The Project Skill AdM^or) Board has piovided 
ential advieeand support. 
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The following constituencies were represented on the 
Project Skill Advisory Board; 

♦ Project Skill tra'i^ees 

♦ State Manpower Council 

♦ State Job Service . " , ^ 

♦ State Division of Mental Hygiene 

♦ State Bureau of Personnel 
Instate AKL-CIO 

♦ State Bureau of Mental Retardation 

♦ Jewish Vocational Service 

♦ Governor's Committee on Employment of the 
Handtcapped ^ 

♦ Monroe Count) Opponuntties Indiistrialization 
Center ' 

U.S." Civil Service Commission 

♦ Oni\ersit> of Wisconsin Rehabilitation Research 
. Institute I. , 

♦ University of Wisconsin-Stout* Materials 
'Development Center 

♦ Madison Assoeiation for Retarded Citi^iens. 



Publicity ^ 

It IS important, especially when a new program is initiated* 
that the publie be effectively informed of the goals and strue- 
ture of the prpject. Project SkilKs public information re- 
sources jncluded: ' , - ^ 

A 16 mm film used during' presentations^ to com- 
munity groups describin^he project . 

Presentation^ to commuiiit> groups* such as Assoeia^ 
tion for Retarded Citizens and professional organiza- 
tions, such a*T the Wisconsin^ Rehabilitation Assoeia- 
^ ^jon. ^ ^ 

-Newspajjer articles (one featuring a Project Skill 
trainee) ^escribing the impaet of employment on a * 
trainee's IJfe - 

--R<Sio and television talk shows and short spots. 
Brochures highlighting the purposes of the project. 



Results 

General 



^ Wisconsin State agencies h^ve responded to Project Skill 
and 105 persons have been placed — 65 having been diag- 
nosed as mentally rttarded and 40 ^is restor^dcmotionally \)\. 
Among the positions filled were building maintenance help- 
ers (Janitors), laborers, clerical workers (general clerical and 
t>pists). food service workers, and laundry workers. Over 
half of the positions were building maintenanci> helpers <6 1 j. 
the next largest category was clerical \^orkers (20j. Place- 
ments were made m J6 State agencies* the majority were in 
the Department U Admmisttation t3^) and the Department 
of Health and Social Services (33). ' ' / 
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Ihc ^vo^c lo\cl iy\ Projct^t Skill )^>bs h.is been one uf Ihc- 
Kovs o\ tht proj^d\ success iind h*is bttn j miijon lactor-in. 
tht rthabiiiLition of iht Uiimtts lor tKampk, the bast 
Siilants lor tht t^vo larjrtst Project Skill job cincji:oric!> were 
$1 ptr hour lor buildmij maintenance helpers and S3 09 
for clerical workers The average hourlv wage for all Project 
Skill hires was S3. 50 per hour. 

It was also fount) that Project Skill trainees stay on thejob 
after placement Of ihe 105 persons hired. 65 percent were 
still on the job after I year and 10 months. Two other 
findings regarding retention on the job are also significant- 

1 OnK tj\c persons have lefuhcir lobs alter complctin| 
the training period of up to 6 months This shoVis ihe impor- 
tance ol supportive services during the first few months^ ot 

-^emplovment Also, anv losses in training time and !>alar(cs 
sp^ntwm tramees ^vho uere not going to be rcUimed were 
kept to J minimum 

2 I here wa^ little diHcrcncc in the retention rates ol the 
ti^i* ttiT^et groups served ApproMmatcK 67 percent of the 
hlrc^ ^vHm \vcre emutionalh disturbed were rettiined. as uerc 
t% pcreent ot the restored emotionallv ill 



{ Ihu i Ldi^taf Smplu^ TrupLr^^ Prugram hits cij^h^ idbi^urs drij unt sUk.^ 
ukrk hir<;d ihrou([h t^nijc^i SltillJ^ 

"PrinJuLliVits in our Opvraium is ^ scrv O^acJjn^; nicasurt fach poMlit>n* 
bjs scrs 'ddiniiL' ^thLtluletJ Junes, ihcv hjsc scrv <lcfiniic iimc hmiis ui 
4Uhi,]'i, III Mi Lhi, pMipk ill Jns pni^riin* inJa j s4i,Jni pcriDdn^m 
po-*-4tu>n [ hi;> hasc to pLrt^^rm iUk Uufi^s, UiiriJl ihCsi,h(;<Jukd rci^uiKmcnts 
,mJ ihtif Tiiimg^ jrt hjNtd Ihtir ptr^jrmjrn,^; J hur [Pft^jtM Skill 
U4inoL\] pcrUirmanto^ ha^c in sunj^,- cases e\i,ccdctl the regular cmplos^Ci, 
th^^ii m other tastes ihcs ha^c bctn s(>n)t'\^hat Umtir but m all ta^ev mihoui 
ans L'Vu^plum iho ha^t: btTii actcpiablc 

^ ^ -Ikpun < htef nf Fropem Mma^emem. 

I>ef>artf>tenf of Admtnmratnyn 
(Ihe Properu Managem<rr»i office has hired 15 buijdmg maintenance 
helpers through Project Skill ) 

VVhtf) *tiniparv<J In rcpuljr \M^ikers sht |Projn,i Skill iramtt ( i^an asera^ie 
\\i)rker I ^i>uld i,im\idt.'r h^r an L^cclk'nt traincL^ Her attendani,o and 
puntiuahtT lire ri^iht i>n the hall esen tinie" 

^ Supfr\ 

i i h% lli^Ll^^Jliln Lib has hired .1 ^raphi^ n,prttdu<w(Jiio aidt throu'pFi l*r*)|t<.l 
-Skill I 



( ost-Benefit i^ ' 

^VVhat i^ere the e^)st^ of project Skill* When dolliirs and 
cent^ tlgure^ i^ere applied to the benelil^ to the public of the 
program and compared uith the costs of operation, it was 
shoun thai 5U6^ ol everv dollar expended Mtds returned 
^hl^ analvsis included figures trom the first 2 vcar^* of the 
prolecl^ operation Co^t^ included the entire budgetary 
outlav for that period Benefit'* included payments trainees 
had received during the vedl" prior 10 being hired through 
Project Skill from such sources as Aid*lo Families with 
Dependent Children (AFDC). General Relief, Division of 
Vocational Rehabilitation. an4 Social Security State and 
hcdttral la^c^ paid b\ t-he trainees' for the first year of 
cnjpK^vmcnl ucrc alM) included 



( omments from Supervisors 

Another mdieation of Project Skills succe^.s is scen*in the 
comments of supe^v^so^^ who have hired Projcet Skill 
trainees 



[ he OS era II per I or ma nee has been quttc nutsiandini; hir the majorjis o^ the 
Proiett Skill trainees 1 think \^c hase had g^>od siii,tes\ Vyi\h ihe program " 

*tth<>f\ Strtwt Staff Ofhir Hutltfmf^ 



^Vl' hired a Pfujei^i Ski!l trainee as a luil-time \^rii\ ^^jkratur ni>( ^ilh 
trepidatmn \n prLiud^e but \\ith s-mic nnt.ntal rtr^i^rsatiun. tht rca\^7n bcm^ 
th^; pressures 10 nhith the Xcni^ tiperamr is subje^,te<l \s ^upersmir of an 
eniplosee from l*ro|oti Skill I tan strongly recommend ihe pfogram and. jf 
(he ^Kcasion arose 1 ^\oLlld not hesitate to hire additi^^nal in^isiduaK at ans 



"IrankK J Jon t think \\ere lutks I feel that the pr^^tcss used was 
vlfetlise jii pr^nJuLing a dedi^aled peJ^lormer I m n^^t gomg lo make a series 
ol and line statements alxmi thisi,lerk Instead Iv^iW Umil ms remarks to a 
few factuaJ phras^^ t^earns and retains. follo\is msxructions well, complete* 
all assigned dunes tn good rrnle- frames, establishes prmnwcs. uses alJ free 
time m seU-dcteli>pm;nt pro^ram^, attendani,e and puni^toalits is abiAe 
repyuth. adheres m all rules and regulations religm^slv All I ean sa> nf>v^ 
i\ thanks for a good clerk iratnee ** 



I \\K aikr*dani,e has fntn kes, ser\ ji^'od J I is pr^^hahly ktte* ihan normal 
aiii^itdan^i and <hi,s si^riatrits has^, ^h^^^n a gKat di,al of mkii-st and are 
pretit ti^^*l"ho I htv m. ^inlKn alonji tei ^ ^et") *eJl [^^ah other i,niplii>- 
ees| Ibere is no dtson^i^on bttne^o (he \m\> dillcrcnt ^tvfKs f ihmk th^ 
pr.^gram is j ^um,\s I in ama/cd thot A^^uld ^tai t out ihis ^ttl I lissuiutd 
rtjun ^< si^l^lt.J ihis prtFgfaiu tha* it ^otild he a pasiiig piupiAHton Nidn t 
rcali/e that \\ WiiukJ bf so " 

i hti f *>/ thi* \1tiiertiti ffamiJiti}^ i\parin\t'iti, 
' i^'ihrui Surp/iis f*n>ftcrn f^nt^rom. 



ha^c recently hired the filth f*i^iicci Skill employee i^Uhtn the last hi 
mi^nth"! Ihrec o( them hau sutsesiiluily ^omplttLd their training \f\ the' 
receis tug ind issuance section and hdw be^n plated 01 permnweni budgeted 
positions Without e\i,eptmn, all fi^e ha^c shi»^*n average to eittcUcni 
Ksults \t\ 4{Ualits and i^uaniit> ol ivork aiiomphshcd. m atlilude. to^^pcra- 
ii'^ri. atti,ndarh.e. and pun^iuahtv f he a«.i^ptantt ^>l ihest ^m(fjo>ejes b> 
their co\*orkers is et^ellcnt I his project has been a huge "lUecoss [ cCriamJv 
hope It \\tM continue"^ 

htef, Ri^iCinfif^ mti tisuatue Srt/Ho;) 
Dcparrmnr 0/ Irafiyn^rrainttJ 
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JOB DEVELOPMENT 



Job dovoiopmcnL a kc> to ihesucccijt* of Projccl Skill, wa^ 
ihc process b> wKich permanent Stale civil service job 
openings v^ere obtained It involved persuading civil service 
hiring authontieis to unlike the project as a source for fiHing 
some appropnale vacancies Job development was the major 
rei^ponsibilitv of (he Project Skill job developer 



Tools, Techniques, and 
Selling Points . 



Information on Job Openings 



<^aining Support 



Aided b\ an E\v^uti\e ordef from (he Governor of 
Wi>conMn (hat mandaled affirmative a^^tion for ihe handi- 
capped. Project Skill began >oln.Hingjob commitments from 
agcn^v ddminiMratori^. The success of the firx trainees 
provided some concrete examples for'use in further pro- 
moting the project. ^ ' 

After gaming top level support the project focused on 
gaming support from all levels^ of personnel involved in 
hirmg decisions, particularly agency personnel officers. Their 
support was gained through periodic contact by the job 
k developer, -either by telephone or in person. These contacts 
helped jiersonnel officers to think about current job open- 
ings that would be appropriate to commit to Project Skill. 

Agency affirmative action <^rficcrs were aKo useful con- 
tacts Once convinced of the project*s viability, thcy'bccamc 
important dllics in persuading their agencies to commit 
positions to the project. Many affirmative action officers 
screen^ all of their agenacs job openings to itisure that 
affirmative action recruitment policies arc being followed. In 
this screening process they 6(\qn contacted the job developer 
with leads for possible position commitments. 

It soon became clear that the probability of a successful 
pldtcmcnt v^as enhanced 6rcdtl> if the supervisor, of a 
pusitioi} tommittcd to ProjcU Skill was convinced aboutahc 
^ value of the projc\.t. Job development tonta^^ts were also 
made with State agcnc> supervisors, usuall/ at the sugges- 
tion of the agency personnel officer If supervisors could be 
,1*1/ Id on tW program, thc> would ofterr request that Project 
4£__'^*" be used when they were rcad> to filPothcr vacancies. 



The project s clOse,Organizational relationship to the State 
Bureau of Personnel proved useful in obtaining opportu- 
nities for developing jobs. Listings of job classifications within 
each agency were obtained as weU as information on the 
number of annual vacancies^, w ithin each classification,, Thia 
enabled emphasis and priorit> on units that were likel> Jlo 
have open positions \\hich could be; filled. Coupled with a 
monthly listing of job openings from the Bureau of Person- 
nel, this allowed staff to make^ timely contacts with persojinel 
officers and supervisors who had appfopri^e job openings. 



Promotional Tools 



Various promotional tools were /used to make contacts 
with potential employers. They iricluded a brochure that 
explained the project and its benefits (updated periodically 
to emphasize results); a film about the project that could &c 
used for gFOup promotional efforts; and a safes presentation 
that included pictures of Project Skill trainees on the jot^. 



Selling Points 



In the c^rly itages of the project, the findings of previous 
research on ej;nploymcnt success and characteristiL^ of our 
target population wer^ used. For example, the project 
emphasized to potential employers that, ^ 

^ II Some studied, have shown that persons who are 
mei^tatly retarded possess high decrees of clencal aptttilde* 
mechanical aptitude* dexterity* and other types of sktlls. 



' y In occupaiHins ordinarily showing a high degree ol 
lurno\cr (4u<ililicd workcrs-who arc mcniall> ftlardcd tend 

1 Ui^ir jucndaJKc rt\ord> u>uall\ arc better than 
ii\LTa^t.\ and aLLidcnr and toss rates are I<my 

l)at*i tin iht: results o( Project Skill bt;Lamc an t;|jccij\e 
\^llm^ puifii Jnk>rma[iun on nuinh^r^ and t\p^s ot plav*^"* 
nicnis jn cut;h agt:nc>. retention rates (\\hich for ^ome job 
late^^lrlc^ wvre higher than lor non-Proje^j Skill hjres). 
tcMirnonials Ir^rn sii^erM^ois uf prujt;Ll, trainees, and lusI- 
bcndjt ratios \ht>\\in^ thai the program v^as LOsr-elhcicni in 
reducing c\pendjlure^ of public mone\ \\ere e\lrcmel> use- 
ful • ^ ' , 

I'uintin^ uut thC ^cro^cs pruudcd b> Project Skill alsu 
served to persuade hiring authorities to use the pr<jject as a 
hinn^ rcstFurcc II was cmpha^i/td rhai through intcnsj\e 
recruiting t.an^idatt.\ uho were capable uf dojng^he job 
would be found \^enLn;s wen^ mlufmed tharnSkill stall 
it>uld help them m^ive the required paper^tuirk through the 
1 IV 1 1 \er\ ilc s> sii^m as as assist in preparing and 

mndui^ting the ^ ilr il serutc c\aminatikjn^ It'w as aKo stressed 
that stall were a\ ailable at the linal inter\ lew s for eo^nsulta- 
lion and aducc. and that lollow through, including Counsel- 
ing and rcicrrjl to\upporti\t; ser\ ices'? would , be provided 
lor the particular appl^ant hirt;d 1 he fat;t that cov^orker 
and supt;r\Ktjr\ training provided b\ Skill staff v^tas also * 
reassuring tn ttie prospc>t;ii\e employer Man> of the appre- 
hensums ti( hiring atJthont1e\ were o\ert;ome when thev 
Jearnt;d Irom the job development efforts that the ser\iecs of 
stiill that were e\penent;t;d m working with the targt;t 
population vVere avddabie 

\nother selling point that bet;ame a greater fat;tor in - 
developing |ob^ lor Proit;t;l' Skill was an E\ecut1\e order 
Ksued bv xhc (Hucrnor ol WKConsm ihai mandMed affirma- 
iivc^w-t^*?tin lor ihc handic;ipped Ihis order called for all 
State agencies to implement affirmative action programs for 
person^ with disabihues E^eculhe Order 86 (October 7. 
. 1*^74) was strengthened bv l-\ecutive Order 9 (March 26. 
1976). whieh (urthcr 'delmcd agt;ncies' roles in this regard 
I he contVnt i>f ihis m;ind£ite \\as carefully reviewed witft 
agencn;s Rcceni federal regulations that define; the affirma- 
tive adion rc^^titrernenl\ of tfjJ Vocational Rehabilitation. 
Act ol 197,"^ brought r^:nevted interest b^ State iigcncies in 
hiring the^handicappcd 

Project ^klll made' a point of informing ageijetev that it 
could be an ifnpcjrran* res<^urce an their affirm^itive action 
e^l<lrt^ lor i^rsons ^ho are handicapped 



Cementing the Commitment 



()nce an agcnev' agreed to eommit a' position to Project 
SkdJ. definite folh^vvnp procedur-CA vtere ^followed to enviire 
that the position vv<mld be Hllcvi ip.an efReient and timel> 
inunnt.r. that \crvicc prut.edures wtie -followed, andlhat 
**ejral M>urces v^oulJ liase adequate; infortjialkMi 10 have 
"errals.on . ' 
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"Ihese proce^jure^ were, > 

* ' i£iier of Ifiieni ^ When an agreemertt to commit a posi- 
tion to fVoject Skill wai rt'aehed between ah agency and 
the job developer, the hiring authoril> wa> asked to ^end 
d memorandum lo the project confirming the inlcnlion 
to hire thjoojgh Project SkiJl "rhi> procedure was insti- ^ 
tutcd to^alleviate anv possible misunderstanding that, 
might o<^eur.- 

J^fh Anal\\i\ Kor each position committed to Proje^Ct 
SkilU an indiKiduah/ed* onsite job anaKsis was done b> 
the job developer I he supervisor of the position was in- 
terviewed and the job broken down into specific tasks 

.and duties. The work environnicnt was observed in 
order to provide an indicatjon of the psychologicai 
climate of the job For example, answers to the follow- 
ing questions were sought. What would be the degree of 
mteraction with coworkers or the public? What wotild 
be the nature of the supervision* What were the attitudes of 
the superMior'' The information gained from the job anaty-^ 
SIS was used toassLst referral sources and the Project Skill in- 
take specialist in makmg decisions as ro whether an individ- 
ual would be an appropnaXe referral for the position. 

In the case of positions for which the availability of 
quafified ijppheant^ was uncertain, a preliminary check, 
wa^ made with referraj sources If'quaHfied applicants 
were not->available, the agency was informed that the 
vacancy could not be filled by Project Skill at that lime. 
Ihiv rarely happened, however. On one occasion, after 
a job analysis was done, it Was d(jcided tfiat liie position 
involved too^muc if pressure and would not be apj>i^|iri- 
atc for Project Skill. Vhis was then i^Xplained to the 

^ agencv and wa\ seen bv them aj^ev idencc of the project's - 
careful screening procedures ^ ^ 

Job Di^sinpttoii A detaried job description was pre- 
pared from information gaini;d through the job analy- 

The job description included information (such as - 
the psychological environment of the job) that went be- 
.yond w hai w ai ordinanh in a civil service job announce- 
mcni and was used as a tool by refecrat sources in initial « 
vcreenmg of potential appllcant^. 

Joh Atmomui'ment The formal civil service job an- 
nouncement was prepared by the Project Skill job de- 
veloper The project prepared ij^announcement lojn- 
sure that the specialized wo^mg necessary for Project 
^ Skill was included The ^ijj^wfofe to the usual announce- 
ment format are as follows" i 

1. The job tttic needed to inclqdc the designation 
''Irainec." "Exceptional Rmploy^meni." and "Project 
Ifrkill" Iht; '*Exeeptit>nal Employment" designation re- 
fers to the fact that applications would onlv be accepted 

^ from persons'in the I^ojcct Skill target group- 

2, The following special requirt;meni was also trt'- 
eliided as part of the announcement. 



S^PECIAL REQUIREIVfENI Pursuant to Wis- 
^ consin Administrative Code Chapter PersonneL 
27 and m actordancc with the State of W'jsconsm 
Affirmative Action Policy to assjst occupation- 
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aij\ ticindiLdppcd groups. jppoLntmcnt considcfa- 
\mn wiW b< given onl> to jpphcdnts dugnosed (or 
LcruHcii^ lis mcntdlh retarded (mildi> or bordcr- 
iinc retarded) or js ^moni)nall) hdndicjppcd 

4 

FrtTirrt Skill ■\i:r<femaH hor each position comrrnl- 

ted ro Pc^;ect Skill. ;in agreemetlt was worked out 

'he^wjLvn the project and the Employing agenty This 

agreement defined the terms oC the job commitment 

*md spelled out the respOnsibilUn^s of both parlies Tor 

the duratiAn ol the trjimng pL*r'iod'and the subsequent 

prohationarv period > ' < 

Ihc agreement included the following elements> 
* 

1 I he scope ol the agreement; a short statement on 
\hfi purpose oJ jgreemcnt 

2 \ gcnefeiJ^ statement an the purpose of f^roject 
SkJll ' 

^ \ definition of the training period 

4 I he trainee's saiar\ and expected salarv progrcv^ 
sion ^ , . 

5 I he pruLcdurcs ior re^-ruitment and selection of 
trainees 

b \ statement about Kow trainees wouJd be terti- 
hed as eligible for Project Skill 



7 A listing of the Project Skill reportirlg require- 
ments. (The basic^ reqOirements were tha( the 
agenC)' would pro\tde the project with copies of , 
all personnel transactions involving the traiitee. 
su^ as the letters sent to the trainee notifying 
iiim.her-^f starling employment, probationary 
status, permaneot civil service status, and termi-' 
nation, jf necessary.) 

8- The specific information on ihd position or posi- 
tions commuted, such as job title, number of 
positions, starting wage, and hours of work. 
/ 9 The signatures of the Project Skill director and an 
^gency representative, usuall)^ the personnel 
officer. ^ 

Job ReAtruitunn^ anj Aiiommodaium Job restruc- 
turing, or rearranging the job duties of two or more 
positions to make a position that would include only 
duties that could be performed b> the target popula- 
tion, was not done, b) Project Skill The positions 
committed were such that, with proper recruitment, 
they could be filled without altering basic job descrip- 
" tions, TKjs proved to be valuable brtausejob restruc- 
turing was seen b> superiisors as a complicated and 
disrupting procedure . ^ 
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RECRUITMENT AND INTAKE 



The purpoi>e of recruitment and inldke ya^ to ^ovide 
emplo>cr^ith trameet>.\\ho tould. v^lth pr^er traLningdnd 
!>upport. meet the minimum requirement^ of the job for 
which ibcy were selected. 

The elemenls of this process were/ (I) Recruitment; 
(2) pre-screening; (.1) civii service exarrpatiun; and (4) final 
^^ection. 



/ 



Recruitment 



/ 
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Recruitment in Project Skill wa;. Jimited to per&on!> 
diagno±>ed b> a developmental di^abihtie*> or mental health 
professional as cither mildly mentally retarded o^ restored 
emotionalh ill Limited recruitment of this t>pe is allowed^ 
4cmder the Wi*>consin civil services) stem and js authorized b> 
the Wisconsin ^dmini!>tVative Code (Rules of the Director of 
the Bureau Personnel) 

In order to rc>ich the target population, staff rpust develop 
referral source*> All ^cncies and persons ho work v^tth the 
mi1dl> mentalt> retarded and or restored emotionall> ill 
were contacted as potential referral sources for Project Skill 
I hey are listed below: 

1. -Division i)f Vocational Rehabilitation (most referrals 
came from tht^ source), ^ 

2. Reh<ibilitation facilities^ (i.e,. Goodwill Industries, 
Opportunities Industnalization Centers, etc.); [ ' 

1 Association .for Retarded Citizens; 

4. Me;ital health centcrs:^ 

^"^^i^^jS^cial education counselors and teachers in high 
Whools and vocational schools; ^ 

• 6. State Job Service (employment service) ^fficcj* includ* 
ing the Work Incentive (WIN) Program; and ' 

7. Other special pri3gram*^hat'scrvc the target groups. 

^ When ^hc project began, meetings^ were held with all 
erral sources to explain the pr^^jcct and ansv^cr questions 
(jut referral tritcna and pfocedures* Ongomg^contatt and 
Jialo)£ue ith rcfcfral sources ^<^tc nccessarv to Dro^cnt mis- 



regarding the characteristics of an appropriate referral or 
^hdl background information about referrals is needed. 
Referrals to Project Skill occurred in two ways. 

K Referrals were sent to Project Skill whenever the 
referral source had a person who might qualify for an 
opening that Project Skill might develop m the future. This 
provided a pool of applicants from which Project Skill could 
draw. 

-) * 
2. Other referrals were solicited by Project SJciM in re- 
sponse to a specific j9b announcement. When Project Skill 
received a specific position commitment, a job annotince- 
ment was sent to all referral sources. They then provided 
Project Skill with referrals of persons who worfld be appro- 
priate for the position Jjrior to the deadline date of the job 
announcement. 

Both kinds of referrals were important. Having a pool of 
applicants allowed the project to respond with assurance 
when prospective employers questioned whether qualified 
applicants were available for a particular job classification. 
*ltjs important* however* that applicants^* expectations are 
not raised too high. They need to understand -that there are 
no guarantees that a job will be developed that they could 
qualify for and that assurances cannot be given as to how 
long the wait might be before applicants'are notified'of an 
opening,' 

Even with a pool of applicants, it was essential to continue 
sending announcements of each opening to referral sources 
and not rely solely on files. The announcements prompted 
the referral sources to refer persons that they had ;iot re- 
ferred earlier, either because additional clients had recently 
come to them or they had not previously considered Proj* 
ect Skill, 



Prescreening 



Prestrecning fv>f PfojCi^t Skill consisted^ oT t^o elements, 
(1) Collecting information aBout th^ applicant that would be 
useful in evaluating his. her suUabilitv for particular PloiccI 



he Shi hired, ^nd (21 nj^duLting jl prcstrcenm^ inicr- 



Coltecting InWrmation ' 

■» 

Referral ^oufLe^' cftsisicd t(ic applicant in completing the 
following ' 

1 A Sldte <>\ ^^n^.orlM^i Appin^ation fur Emplojmcni, 
Ml cspeLidlK impurtani that this form fAa% done neatl> 
and tumplcu'l) ^ av it bct,ame the imtiai contact document for 
provpcctj\c cmplo>ers ) 

2 \ Project Skijt Application Form (This form 
provided the projeei with needed mformation not ineluded 
on the State applieati^"in ) 

y \ Release of Information horm (This enabled the 
project to obtain funhtr needed .information not available 
through thevrefcrral source ) 

The referral ^uur^e also prosided Ptojcci Skdl lAith a ^.er- 
(t/uatton of dtsahihtx form was completed by a quali- 
fied person uithm the referral agency u,smg mcdieaK psyehi- 
atne. and oiher diagnosiie information> The eertificanon 
uas ntxvs^ars as documentation that appheanis^were from 
the targeted popujaiion 

' Although tne original eertifieation serv;?d the purpose of 
establishmg a statement of eligibiliis^ m som,c <^ses certain 
applicants and trainees prosed to be unready for the training 
prograt?! rhcrcfore. referral sources ^ei^ asked lo add the 
foMoumg statement "The applicant i^(9lling and able, to 
enter the Project Skill traming program, and can be 
expected to adequaiels toler^ite the stress of full-time 
cmpiovmeni " 

In addition, it is important for the referral source to pro- 
Sytde copies af all pertinent medicaL diagnostic, ^nd evalua- 
tion maiena! that thes can legalK pass on This includes 
physical capacities reports, psschological esaUjations. reha- 
bilitation facilities reports, and reports, from vocational 
assessment centers Reports can be helpful in man> wa^s, 
eg a phssical examination could indicate certain physical 
limttattons buch as restricted abihts to stand forJoser an 
hoOr> a psschological esaluation might list a rel^uvel> lou 
reading level of 2 (S grade >et state that there is esiflenci that 
the applicant can learn an unskilled job through oral instruc- 
tion and demonstration: a socational-vCark /ifadjustmem 
progress 5ufTrmar> could give evidence ihat the ^plicant has 
reached a near-competitiv^ levcJ of v^ork per 
job adjustment When other t>pcs of evaluat 
old or rncomj^leie, the referral source»must 
impressions and recommendations. 



rmanee and 
material are 
^ide its ov^n 



Prescreening Interview^ 



\ prcsctecning inters leu i^as held uit^ cath person i^ho 
y lied for a Project Skill job In this irucrvicu. the project 
Cly C explained to the applicant It also strsed to put him her 
™^^Pease and gain any additional needed information on 



mteJ&sts. skills, pdst experiences, and other conditions that 
must be taken into consideration in jpb placement. For ex- 
ample, informatioit^ listed on the State application's work 
history and other training seetiotis was oft^n incomplete ^ 
eoneermng vocational assessment, work adjustmenC/^artd 
training. Transportation should- be discussed with tVe^ph* 
cant so that adequate arrangements pan be ftijjcte to insure 
that the trainee gets to and /roni^'work, ^ 

The presereening interview atso served as a "dress 
rehearsaP r6r the more formal oral evaluation that uas'to 
.occur later It^ g^ve elftes to the applicant's verbal skills, 
cooperativeness, stress tolerance, anc/ interest in the partic- 
ular opening for which she he w^s being consid$i^^,4f"It 
appeared that the applicant had been^inappropriately referred 
r6r a position, this fact was discussed with the referral source. 
The referral M)iirce then discussed the situation with theap- 
pheant. Applicants who Insisted on going through with the 
cisil service examination were allow,ed to do so if they met 
the minimum eligibility requirements for the job. This situa- 
tion rarely occurred in any explicit way: when it did. the 
chances ttere the applicant was raniicd relatisels low. 



Civil Service Examination 



The next step m the intake process was a civil service 
examination. The most typical type of examination was an 
oral evuluutton, in which a panel of two or three persons 
interviewed the candidates. Questions were tailored to the job 
being examined for^ and the same questions were asked of * 
each applicant. Each applicant was then given a numerical 
civil service score. Applicants 1vef,e ra.nked on suth factors as 
past work experience and traim^^nitude toward and 
understancling of the job, and personal characteristics such as 
stress tolerance or health limitations. The evaluation factors 
are listed in more detail on the i^pplicant Evafuation Sheet. 
Project Skill staff usually served as members of the oral 
evaluation panel, although partieipation.by representatives of y 
the employing agency was encouraged^ ^ 

Written tests or performance evaluanons were also used ^ 
when Pro4eet Skill and/ or the hiring agency considered them / 
to be imponant selection fact6rs. These were usually/ 
appropriate modifications of existing tests, devised in 
cooperation with the State Bureau of* Personnel, / 

A civil service examination given for a Project Skill 
position often resulted in the establishment of a civil.service 
register. Exam scored and rankings are valid for 6 months/for 
other job openings in the samejob classification with the use 
of (registers, A record ot the registers, with names and " 
expiration dates, was kept by the Intake Counselor. 
Procedures fjor filling any position covered by a register then 
entailed cemncation of^eligible names from the register and 
scheduling these pJcople^ora job interview, a considerably toss 
complex process, . Establishment of a register eliminated 
repeating the ttme-cojisuming steps oj job announcement, , 
recruitiTfent, scr<fenin^, and oral examination for every jab 
filled, ■ , ' 



A fe*iiuft uf tht Wisconsin Personnel Rule that^llovt!> 
rccfuitmeni to be hmntd u> a target. gUiup li iategun 
<<r[ifhuitun Cdtcgor> CtrUfKatJon cKpand!> the number of 
appliujnis vtho arc ctruficd io an cmpTuver as eligible for a 
pjf Uvular position frufii iht usual three tu a mmiqium of lUc 
In this s>stcm the caiegorks are Category I -!>eores of ^0- 
100, Categurv Jl ii5-K9, Categorv' Ml 80-84, eti , sMth 
abo\e "0 considered passing In the, !>Uudtiun vthcrc one 
\acanc> c^ist!>, the i^P vategorv is c^ftiOed If tnii does not^ 
> icld tucapplkants, additional categories a^e certifie^i until at 
lca>i fiv t appliu^anis art eligible for the posuivjfu, Kor exttmple 
]j kjn a particular c\am thi^t pcuple h*td iieore!> betvteen 90 
and \W and fuuf people ha^^^orCs bctvteen ii5 and 89, se\en 
people^ould be eligible to be inieEivie^eS b\ t,he hiring 
authorn\ ^ 

C ategor> ^ertifiLation had a positive effect orr Pfujtici Skill 
in t\vu s^a>s Kirs<, employers %^erc more coni^Jlfnt that they 
s^iiuld gtifan avteptabk candidate if the> had more ptrsons to 
sekvt trohi Second, it altowx^d more Pfojeut Skill applicants 
,tk^ (eel "!>uccessful" b> being sekctt^J for the liffa4 interv^evt 



Final Selection and Feedback 



L i^s l[ 



\\ hen the vi\il service register was established^ iP^Ws the 
emplu>mg unit's rcsponsibiliiv to contact P^'oJett Skill 



apphvant!> fur the final setettron intenievts. The hirmg 
deci!>jon re!>ied v^ith the empIo>er, A Project Skill !>taff 
p«r!>on, u!>ua1K ijje intake coun!>clor v^db pre!>cnt at ihe 
final inier\ies^s. A fannihar face and nnoraS support for 
applitantb helped put ihcm at ea!>c so that thc> could do their 
be!>t ' y 

The Project SkiK !>taff per!>on also !>er\ed as acon!>ukant to 
the emploVer, interpreting itrength!> and v^eakncsses. and 
alerting !>upcrvisors> and agenc> reprebenLatues to potential 
problenn!>. For exattiple. ph>iical diiabilitie!> or medications 
that could affect theis\ork assignment v^ereWpl^ined -ah v^as 
;he^ general caiegorj of disabilit) (retardation or emotional 
disturtianccJ in nojitechnical terms. When a final selection 
vtds made this information v^as transmuted to the Project 
Skift trainer who'v^iuld be working with ^he agency and the 
trainee The actual jraining process then began 

A thread running through the entire recruitfnent and intake 
process (and, indeed, the entire projccij has been the need for 
constant comrpunica'tion vtith, and feedback to, the referral, 
sourfes The\ tthe referral sourcesJ need lo be informed about: 
the applicant's performance in thelpre-ecreening, oral exam.* 
and final interviews This gt\es the referral sources valuably 
information that can be used in their contmuingrehabilitatiod 
efforts \Mth the individual. For example, if the applicant'^ 
interviewing skills are not good, th^ referral source can set up 
a program to improve them In this waj( all applicants t^ 
Project Skill received a service, \}hether or»not the\ wefe 
successful in obtaining emplo\ merit through Project Skill/ 



TRAINING 



Traming includes a|:tivUiey thai focus on *he ^retraining Skill Trainiitg 
and training processts. 7>e^e acftviiies include providing* ^ , . 

information, mstructjpn* and discussion sessions for trainees, 
coworkers, supervisors. Gaining directors* personnel 
managers, admmistrjiitors* proj^t staff* and referral agency 
persoanel. " I 

The material in t^is chapter of the repon is based on 2>^ 
year*s expenenc^f^th ih^^project. Some pjtoce^l'es haver 
worked well, oinersjhave not- The general conclusion is thai 
panicular schedul^ 'and relationships can be varied 
some\^hi^ \^ith individual situations In all situations* 
ho^^eve^. the following seem to be" n^cessar> . 



Sxil! iraijiing (the formal or semiformal instruction in task 
procedures) is neces: ary to teach the trainee accepted ways of 
doing the job. 



Adjustment 



1 Understanding by all key persons of. their 
responsibilities. - ' 

; An effective communication system. ^ 



Purpose of Training 

Orientation' « 



Orientation involves familiari^i;ig .individuals with faas 
a^ut the trainee and ihe training program. Orientation i^ 
Dec^sary so everyone who 15 in a position to influence 
training progress ha^ the inrformation need^ to make wise 
judgments regarding the project and his/her role in-itt For- 
I example: 

* 

An administrator needs to know general 
I go^ts of the project -in relattcmship to > 

affirmative action mandated. 

A personr^l manager needs to know an 
applicant's job potential to decide if he/she 
I * can fulfill the position requirements. 

CD !(^" A ti;^inec needs to know work rules if he/she 
mimi^iujij is expected to follow them. 



Adjustm^ent refers to the acquisition.of acceptable behavior 
for the wc|fJc settin ^Titting in** and "getting along,** The 
trainee's behavior reflects attitudes about himself/ herself, the 
work* coM^orkerst ind supervisors. Without a reasonably 
the traineq^despiie the learning of 
skills -ma^\^ ell resign in discouragement or be terminated by 
the employer i 



Orienjtation/Training 

1 

Administrators 

, Top agejicy adninistrato/s should ^be informed about the 
programlbV letter from the project administrators. Follow- 
through Wtings . ire then arranged. Theaotual orientation of 
agency oir unit staT(whcn supported by the administrator), 
gives ba<|king to |l e project and lets the employing unit staff 
realize tl^at admini urative support is given to the program. It 
may be desirable tci have the administrator give a preliminary' 
statement at an orientation meeting. Here is what was <loneat 
Qpe inspution; 1 

An.iniitaj agTccmcn( v^a^ made bctv^^n the ad tnini^traior and the projeci 
)ob dcvc)m>cr to hire & trainee Since thi^ the first trainee m this ^eiting 
and cherc was con^idcraptc apprchcn&uin^mong staff, it w^i^ agreed (hat a 
meeting |of a representative oi administration. ptr&onneL training, and 
\upcr\i^or^ fhouy be held, wiih projeci staff pre^eniins difiiemion^ of the 
program an(t answering q^csiton^ A l-hai|r sef^ion v^a^ held lhai meludcd 
ihe>hovLtng uf the film a'bout the projcei. an tmroducuon by the employers 
iramiij^ djrccior. and a . prcicntauon of about 10 mmutes each from the 



I 



Personner Managers 

Oneniatioh of perbonnel managers begins wtth tpe contact. 
b\ the job del eloper, vvho might be accompanied b^ a trainer. 
Not orll\ a id^^cnption of the o\ erall program but ^discussion 
of potential ttainee^ and thetr abihties a^d needs li important 
to the per\onhe] managers' understanding of and cooperation 
v^ah the prujcut The personnel manager ma) decide that the 
appropriate ^pprod<,h in hib her *>eitLng v^ould be to ha\e a 
formdi orienfation ^uch ab the example described abo\e. 
C^jv^orMMl^ientdtLon mdv decided upon after dL!>cub!>ion 
u^ith induidtJal super\ibt>rs The personnel manager may 
decide that certain ^upenisors are more likeK to be helpful 
and proficient at training than other supervisors. 



b>-step pjailned trainihg^fOr proper leamit^g to 
occur. Thts is related Cajsuperytsor^ responsi- 
bility, * I 

— Directions iafclng'ejteiiisej where the group 
follows verbal directioils for typing an und^r- - 
writer's knot. This, illustrates th^t pace and 
clarity are important iiji giving directiops. The' 
nonhandicapped can usually ab«)r'b from three 
to SIX simple instruaiojis b^re confusioh 
begins. This is an opportunity ^^eoipha^Q 
that Project Skill trainees mky lake longer to 
learn the task(s) to -be perforjned, ■ Past , 
experience has shQwn that trainees can learn 
and can reach an adceptable level of p^duc- 
tivity Thts goal is reached by establishing a ' 
gonsistent training (Program, 

- Role pla>ing, rtherP a buper\i^0[ teaches the ^ 
uDderUriter^s knot , to a new employee. This*' 

^ provides at] opportunit> to discus^ specific 
>^a>b to bimpUK communication and effect 
learning 

4 DisfubSion of learning principles an^ lecture on 
components of training. 



Supervisors 

Semiformat trarning program. Eari\ in Project Skill^ 
implementatjiin, *>taff and the AdsibOtA Board recognized 
that a bpecifiQ structure was needed to helptbuper\isors more 
effcctjvelv trajn persons who are mildl> retarded or restored 
emotronaflv djibtiirbed Thev felt that a training program v^as 
needed to dramatize for suf^ervisors the need for trainings 
clear instrucjionb^ an^ a positive work climate for oU 
emplovees, bpth handicapped and nonhandicapped. Theyv 
albo felt thet training program should include practical 
suggestions ft>r training the mentally handicapped 

One result was the devising of a Supervisor Training 
Manual* that the trainer technician used in a, numbed of, 
settings. The; following outline, in modified form /describes 
the format of the 2'hour group sessions for supervisor*: 

I- Introduction of leader and group members, definitions 
of purpose. 

2 Project Skill filiTi and sharing of comments about 
trainee" progress from supervisors who have already trained 
Project Skill participants 

3. Exerpises 

r Timed test followed b^ discussion of how 
trainees react to prcbsure, now intense pressure 
might interfere with productitc work perfornv 
ance (acuttety arousal)^ and how a trainer might 
lessen this anxiety. ' 

[" Towcl-foldmg exercisd^ illustrating individual 
^ ' approaches to a^articular task (different ways 
of foIdtng)rand consequently, theneed for step- 

... ,i 



Specific information regardBg Individual trainees* Super- 
visors want very specific guidelpes, regarding the handling of 
th^r trainees. Although general orientation is important, 
specific information regarding the trainee is essential to the 
supervisor for helping m theTrammg p^tpcess. The follottlog 
infornT^tion sheuld be guen^p supervilors, 

1. An explanation of ih^ trainee's physical disabilities 
that might affect the workassiMiment. Fpr example^ epilepsy,- 
even though well contrqllejP, should be discussed.^ It is 

, Tmportant fcnt, the bupervfsorfio know abc^ut the^edf^iion 
and what to do if a seizure should occur.' ■ 

2. A statement about the trainee's general category of 
disability, e,g., retardation or emotional disturbance. The 
focus should be on s^fecific behavioral components: e,g.. 
"somewhat slower m learning new tasks than the average 
person," br ''needs matter-pf-fact praise, fairly fr^q^uently. in 
the beginning of training.'' - 

The foltowing types of information should noi be given lo 
supervisors: 

L Diagnostic categories. e.g.t schizophrenia or passive 
aggressive p,ersonality. Generally, these labels tend to iause 
fear or confusion among supervisors. There is a misunder- 
standing of the meaning of these terms ^nd generally a self- 
fulfilling prophecy may operaie7?vherc, poor behavior is 
expeaed. It is better to explain certain ltkel> behavioral 
components and suggest measure the supervisor might take. 
e,g,V "if the trainee tends to isolate himself; herself* m^ke 
gradual 't(fom^\o talk to him/her and include him/herViD 
group discussioHs,*' or, *;;jhe trainee rcsp^ds bcst if he/she 
ki)Ows that not phoning when ill will result in loss of payT 

2, Intelligencc^uotient (I.Q.). Mere knowledge of an 
LQ. score Opel), results m arbitrary exclusion fr6m certain 
tasks or discussions an^i leaves out -^f coh;^deration the 
individual adaptive abiiffy of the trainee. It is b^er to tell the 



supenibor, e g , "Joe can learn the sct)cduieBt*uf>ou ^oo\er 
an\ ncvc asbignmeni ^^ith him beveralfimes. having tiim repeat 
11, prior (0 his beginning ihe lasV. Check on hU uork-alsoul 
,each hour the ftrsi nighi.and ease upgradualK fromlhenon 

The principle Project Skill hab followd has been lo give 
inforrhaiion thai is useful, necessar)-. or helpful because it ts 
direct!) related to the training success. ' ' 



Coworker Training and Orientation 

Sijun after the supers jsor> irainjng i^urted. the prctjcclsiafi 
be*.dme a^sare, through feedback from supervisors, that 
^ouorkers uere beginning to question this special training. To 
rc^ponJ to these i^ucstions and to strengthen eommitment to 
the project. SKUl statf designed a u)^^orker tr^mingprogram 
to be i complement to tht? program provided for ^uperMsorA 
In both eases, the training ^^a^ designed to provide 
information on the capabilities of the^opulation and insLght,s 
inio vcavs to respond to potential situations that might anse 
during traming 

Covcorker trammg'vcas first insiiluted ai one of the State's 
residential mstituuons vchen ji became clear that one of the 
Skill trainees j^^as receiving hostile teasing from cosjorkers 
With l(ie support of the depanment administrator, covcorker 
Uaining vcas introduced 

Co^^orker rraining uas a modification of the supervisory 
training The follo^^ing agenda vcas often used 

■ I Introduce group and dis*.us5 the roles , of trainees, 
covcorkers, and supervisors, and their, relationship to each 
other 

^2 Fhen fotlovc same sequence as for supervisor)' training 
up to the role plaving'of giving instruaions for the 
underwriter'^ knot^ The second half of the training can utilise / 

a Chmate'exercise ^ / 

b Word ganfie 

y The session can then be concluded with specific 
information on the structure and purpose of the project itself 

The orientation of covcorkers vcas at the discretion of the 
supervisor, personnel manager, and the project trainer. Sonfie 
supervisors prefer to ^av nothing to their "staff other than* 
^'ThH IS Joe Bro^^n, vcho vcill be a trainee m the nfiainte nance 
department ^ Th'is ma> suffice Other supervisors wanted an 
orientation for covcorkers because of i>onfie apprcherfMon 
about special programs or about h^odicapped persons.' AJL 
orientations should be made knov^n to thetramee, cspeciaUv 
those for coworkers 

*ln one instance, the agenc> administrator, t rami ngdirectof, 
and personnel manager thought that covcorker orientation 
vcould be absolute!) necessar> These three management 
representatives* together vcnh the trainee's covcorkcrs, met 
jMth the project job developer and a project trainer before the 
trainee started the neve job Thefii^n^asshov^n, ir^oductor> 
remarks were made bv the^ training director, and ^b^e/ 
presentations were given b> the project job developer and 
O incr Consiifrable feelings were cxprtfsscd^ proand,cOn, 
[^(^vard the pr(|ect b> the cov^orKers, Some covcorkcrs were 



upset be4.au;^e, as the> stated, ""If a retarded person can do mv 
job, ^^hat doe^ that !>;ai about me?' Thb concern is difficult to 
respond to, but i^ome of the answers given were 

"Everyone does not chooseto oris able ! 
tcC use all his [her] ability on a job," 
^'tf'one. has more^ ability, he [she] can - 
move up to a higher level job." - | 

It was emphasized that trainees were hired at less thgn th^ 
usual pay rate, but were expected eventually to work up to 4 
satisfactor) level of performance and Achieve regular siatuSi 
and pa> rate. Another issue wa^^ whet her trainees would pay^ 
their 'fair share" of ynidfidues. The ans^'Cr was "yes," Afewl 
coworkers ro^e to the defense of the "handicapped" saymg, "I' 
know they need a chance," or, believe lhe> can do the 
work" The session served somewhat as a catharsis for! 
coworker rumblings and did provide information It also, 
prevented disputes between trainees and "reg:ular" employees , 
and possible disruption of the work situation, , 



Trainees 

4 

Trainees are usuallv first ^'nformcti about the training 
program'from a re/errat agencv counselor* who some 
general baekground about the project. When a specific job is 
open, the referral agencv counselor can offer some detail 
about job tasks* wages* hours* titlt, and location of vhe job. 
This information is given to the referral counselor b> the 
project's intakoworker 

!^'ex(, the trainei; meat's wit h the project intake counselor 6n 
Madison, atthe project headquarters, outstate, a^the referral 
agenc>) who provides further information about the program, 
job goals,^and objectives. 

The purpose pf these preceding interviev^'S js to give the 
trainee some of the facts about the job and lo discuss some of 
the in)plications the job would have for him her. For 
example* the receipt of Social Security Disability Insurance 
ma> well be terminated after up to 9 months of employment. 
At the civil serMce oral evaluation, the trained wiH -state 
his her knowledge of the job being applied for / 

Th^ function of training in the Project Skill job is to teach 
the trainee the irrdividual methods and ^procedures the 
supervisor requires and to help him. 'her adjust to the v^oii 
Mtuation, There have been three training models to assist the 
-trainee. ^ . . ' 

1, PreliminarytTatningb) project staff. For the first groups 
of trainees earj> in tjic project, prelimtnar> training sessions 
Were held. Placement staff provided orientation speakers 
from the union, safct> program, .and p^n^onnc). Instruction, 
demonstration, the tryout of tasks, and role playing of 
trainee, coworker and trainee, supervisor relationships were 
included After a week or iwo, the trainecb,were a^s^cd to 
their regtjiar supervijor. 

This format, except for the personnel orientation, was 
discontinued when tt was discovered lhat most applicants' 
previous trainings skills, and adjustments were at^ least 
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iivinimally sufTicienX to enable th^m' ti train at thfe regular 

2* Prelimmftr) tt)<ining bv «mp,loyuig unit training staff, 

Yyto trihploying uniU had a, preliminary training program for 
iheir "r^fgular" worktrni lhat \^as also giv^TTWTrojeci Skill 
train^e*> ^ , \ ' ' ' 

Preliminary . frainmg for building mainienance 
helper^ For the firif group!> of trainees, the, forma] 
' training oulli^^^ ,v^as follov^ed. Ho^v^ver, it was 
^ di>co\ered (hat m^ny trainees had trouble adjusting 
* ' to their regular v^ork melting after getting u*>ed to the 
prehminar\ training site The modification effected 
wv'a!> loVetaiirthe personnel and v^ork ruje orientation 
in formil ^^sion^i, but to curtail the extent of the 
preliminar\ ^*ork demonstrations Trainees were 
then iran!>ferred lo the ^*orksite itself The unit 
trainer then acted as a consultant to the supervisor 
"thii format !><?tmed to work more effective!) 

- Prelimmarv trdimng for nursing a^Mstantiemploung 
unit training officer) One institution used a^mal 6- 
to ii-v^e«k training program of classroom instruction, 
lectures. audiovj!>uaJ aids, and graduallv increasing 
)ob trvouii Written examinations v^cre given at 
midtraining and at the end- Currently, a Project Skill 
train<;<; ha*> progressed through formal training 
s<;quence along *ith ^ix or so other "regular" 
trainee^ 

X Training b) super>isor from first dav of training. In a 
' large percentage of the training sites, trainees are turned over 
to the iopervisur fur training from the date of hire. A member 
t>f ih€ personnel department or Prujewt Skill staff miruduce!> 
the tfannet to the ^upervi^or ^t^uailv, the trainee rir!>t,meet!> 
i+ic ;>uperwior at the final mterview when the vJectMon to hire 
i\ made j \n orientation from the personnel department i!> 
al\^av^ j^ucn during the fir^t several da>^ of employment The 
tramee i> gi^t^n the *>ame information a^ any other nev^ 
employee 

• dencral lob goaK 

• Work rule\ 

• lotn and dcv:npiion of v^ork area 

• I >e of lime cards" 

• Hours, breaks, and lunchume 

• Safely ^practice^ and lire exits 

• Intr^xiuction, to co^*orkcrs and supervisors 

• Health insurance 

• Reirrem^lii 
' * ^lek leave 

• Vacation 

• l.ife insurance j 

These discussions betv^een the personnel staff or !>upervi!>or 
and the trainee heIpestabL*>h the ground rule*>for the tVamee\ 
relationship v^ith the supervisor Jt ha*> often been advisable 
for the trainee ;b s^ork ^Mth acowoiker at first, if possible. In 
any event, the trainee should know specifically where/how. 
^ I to ^^hom to report for instructions. 

ERLC 



Programs, Training 
Plans, and Reports 

Programs 

Several documents state the goals of the project and 
specify some of the responsibilities of the employer Project 
SkrIL and'the trained. 

1 General Tratmng Plan- The General Training Plan is 
based on requirements of the State Personnel Code. The 
plan'^out lines certain aspects of the project such as tasks to be 
learned, training processes, characteristics of trainee §rou^ 
to be served, funding source for trainees* recruUment 
processes, and length of training A copy of tt^is plan is given 
to each employing .unit personnel-offiee. 

,(Mf-2 Tratmng and Emph\ment Agreement. This agree- 
ment specifies the title of [he job. pay rates, time of training, 
and cojiditions of completion or termination. The agreement 
^ signed by the trainee, the employing unit representative, 
and the personnel bureau representative. A copy is then 
received by each party to the agreement Ahhough the 
document specifies a training period of up to 6 months, the 
emplov^r can advance the trainee earlier with State Bureau 
of Peftonnel approval Also, the term of training can be 
extended for 'a penod of time, usually 3 months. This 
additional time has rarely been necessary because after 6 
months most trainees have had time to demonstrate that they 
can be advanced to regular probation. 

3 Training Program The Training Programs major 
components include the duration of training, pay, super- 
visory responsibilities such as instruction and reponmg 
progress ifo the trainee and Project Skill, as v^ell as itemizing 
ihe tasks 6ft he job Some items *>uch aspay are determined by 
a union contract and the State Bureau of Personnel. 
Reporting schedules ar^ suggested, but supervisors are 
allowed considerable variation in their adherence to the 
schedule This document must be approved by the State 
Bureau of Personnel A copy is then given to the employing 
unit personnel officer, supervisors, and trainees. 



Specific Training Plans 

The specific training plan is a description of tasks, 
procedures, and a timetable for learning required tasks. The 
plan IS used by^certain employing unK trajnen> who have a 
formal !>truaure for trajmng. The unit trainers usually 
implement the plan themselves or work with a supervisor to 
help the trainee in following the plan. Project trainers can be 
of assistance m working out plans to teach certainnasks or to 
modify behavior which is interfering with job progress. 

2n 



Records /Progress Reports 



In (jfdtrr K>r I Jie supervisor to kee[i(rack of trainee progre^i^. 
a rei.L»rO be kept, o\ ta*>k^ learning and job-related 

behavior ^heaJ(ldl>^^srequlre^Jt to do justice to the trainee and 
providv a Jaj^gyriort giveb the supervisor ume to think about 
tubks a!.i.\>m^Bled and job-related factors The trainee 
bhoiHd be in\W[ed^ in uhe rating proce!>b through periodic 
Jis4.u^siL»n v^ith |he ^uperMsor* and the tr4inees should ^ign 
the report to mjicaie the> ha^c seen it The rating process, 
dltb\>u^h u^etul* in some traming situations, is especiaiJ) 
helptul to Project Skill trainees who are u^ed to being assessed 
and evaluated a^ part ^ their pabt rehabilitation program!^ 
and can u^e the usstKances and guidance of supervisors who 
ba^e looked \drefull> at trainee progress 

Recurd furm!> ha\ e two components ( I ) Ja^k performance 
and i2\ |ob-felalcd behaviors lasks arc rated tor quantil) anffd 
,qualii> on a fi\e*point scak Job-related factors, such as 
cnuorktr relationships, are also rated forquahts on the five- 
piimt ^Lak It J* !iugge^>ied that records tK compicied ea^h 
week during the first month training and ever\ 2 v^eek^ for 
the traJaHLe of irjinmg \ flexible inierpreiauon of this 
schedule i* desirable mos^i imponant i!> that Hie trainar 
LLiuveluf lb yaiisfied ihai trainee progress is being made 

Man> supervisors do not like to complete reports Thi!^ 
rcluLtani,e i,an be partial!) overcome if the unit or project 
trainer or plaLemeni \ounselor spends some time m the 
heginnjng uf training *ith the supervisor During the first 
wvekfs) of training, the assigned trainer or counselor i^houid 
meet with the ^uper\i^r to review his her understanding of 
the rating ttirm \odes. and to dibcubb trainee progrei>b 
txpenence has ^how^i that bome supers isors need assurance 
that the trainee can *\tand" being evaluated, especially if !^ome 
performance needs- improvement If supervisors consider 
reporting helpful in training a bciier employee, more useful 
and meaningful reports are forthcommg Interest and 
Cooperation of the a^bigned tfamer-coun^elor has aided 
rcporitng If no report ib requested, reports will not flov^ 
readii) W hen written reports are not sent* a phone call to the 
supervisor can elicit an oral report, and some^persuasion nna> 
help in encouraging the sending of a written report It is good 
tr> emphasi/e that the, main purposes of the report are to give 
the trainee ^*inne lanjjgible evidence of progress, to aid the 
supervisor m noting progress and problem areas, and to 
inform the trainer of trainee needs such as counseling or other 
services 



placement followthrougil*^*i1iot be underestimated. It is 
imponant to establish ^J^om fne beginning of training-^tie 
respective roles of t he refefral agency and the project trainer. 
It is rare thai too mu^i' foW6vthroUgh is done or that two or 
mor-e agencies outdo each »ther in working with the trainee 
and supervisor One stiperv'isor complained that the trainee 
used too much of tjn'e supervisor's time with discussion of 
personal ^problepns. The supervisor said, '*I*m not a 
professjonal'c'otinselor 'I* Although supervisors often can give 
good advice, a carefijl discussion between the trainer, trainee, 
and supervvsor will reveal whether the SkiU trainer should be 
mo*re involved or perhaps refer the trainee to other services so 
that the supervisor.can maintain his her primar> role of 
supervision' 

One pnmar> counselor trainer shoi^ld be designated to 
followthrough with trainee and supervisor concerns. Repons 
can then be given to other appropriate individuals The''- 
models followed'so far are 

1 Project Skill trainer as the prima r> contact Uhis model 
IS used in the project headquarters citv; The projea trainer ha^^ 
direct communication, through worksite visits and phone 
calls as well as receiving written reports from the supervisor 
Manv problems that arise can be resolved iij these 
interchanges, eg. a irainee*s misunderstanding of super-, 
vtsorv job performance ejtpectations. oi a supervisor's 
misinterpretation of ihe cause of a trainee's momentary 
inattention that might be due to petit mal Seizures If ^ 
problem arises that cannot be resolved by the project tramer, 
e g . need for psychiatric review of medication, steps are taken 
such as the referral of'ihe trainee to a mental beahh clinic 
Periodic oral reports of trainee progress are given to the 
referring agpncy 

2 Referral counselor, or followup placement counselor, 
as iJie primary contact (this model is followed especially atjob- 
sties beyond commuting distance itfthe project trainer): The 
project trainer is responsible for arranging an mtroduaion 
between ih^ employment unit personnel office and supervisor 
and the referral or followup counselor From then on. the, 
counselor follows through with the trainee and supervisor, 
monitoring, trainee progress Written and oral reports of 
progress are routed to the Project Skill trainer. Some 

^ personnel officers want a copy of the progress reports, also. If 
there is a lag m the reporting, the Project SkjII trainer should 
call ihe contact counselor and find out what is happening. 
Sometimes* it Ts necessary for the project tramer to travel to 
the worVsiie and meet withitie trainee* supervisor, personnel, 
and local contact counselor 



Job Placement Followthrough worksite visits 



Who Should Follow Through? 

The referral agcnc> usually has uunsiderablc background 
information about the trainee and an investment of time and a 
relationship v^ith the trainee that ma> ^q\\ continue iptu 
^-^^^jning and beyond The \aluc of this KnoA^ledge for 



The project trainer or the person cfcsignated to proAje 
followthrough in outlying areas --should be aware oflhe 
work setting, periodically tour the area and take note of the 
trainee's physical and social environment. Ideally, this should 
be done before the trainee begins work, Wdrk^itc visits 
demonstrate interest in the trainee's progress. However, fh 
some settings the presence of the trainer is *.ounter productive. 
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1f the trainee, ^upciMsor. ur personnel manager mdivaces that 
worksite visits a^e not helpful, the itainer should^ 
nevertheless, arrange tu talk \Mlh thesupeHisurand trainee in 
some other area Often, this is done because of coworker 
cunosU> and concern that inordinate )r "speciaP treatment is 
being afforded trainees, , 

Vi!>its should be geared to training need^ and circum- 
stances Sume'trainee^ and supervisors re^^iiireaad welcome 
weekK visits for perhap*> the first month. Usuatl>, however, a 
visu the first and third week should suffice, with perhaps a 
phune Call the second or fourth week. It is most important for 



the project trainer to follow trainee progress through visits, 
phone calls, and written reports,. After fairl> intensive initial 
contacts, a graduafJesseningof contacts can take place. Many 
emplo>ing units rci^uire a 3* and 6-month report on all new 
employees, and this is a good time to closel> monitor trainee 
progress. Also, a training pay increment occurs at ihose 
intervals as a pantat recognition of progr^s. If a trainee ^is 
advanced to 'Tegular probation before^ the end of the 6- 
month training program, the Project^ SkilJ trainer shouJ^^^ 
review progress* with the trainee ^^jd supervisor and 
acknowledge successful completion of training, Thi* wilUerve 
to partialis^ reinforce trainee" and supervisory efforts. 
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' CONCLUSION 
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As a result of Fj^ojeci SkiH^s research and dfivelopmeiif 
efforts within Wisconsin State service, over lOO: persons, 
etther ment^llly retarded or restored emotionall) disturbed, 
\vere hired inio permanent ^\\\ service positions jTie effort 
added productive', valued emplo>ees to the system, emplo>ees 
whose turnover rate compared favocabl) with emplo>ees 
hired through regular processes InitiaJ cost benefit figu/es 
also reveal a positive return on the. investment. 

While it is trti^ that the mocleJ developed b> Project Skill 
included intensive ""front end" attention such as careful 
screenini^atld detailed training plans in addition to other earl) 
professional attention and service (with concomitant costs), 
this inniat effort has demonstrated its importance and value. 
\s a result of the projects more individufli^coworKeis'and 
employers) have.'by interaction and exposure, learned some 
graphic lessons abouf the potential and abilit> of persons 
about whom the> ma> have previogsl) held misconceptions. 

It IS clear that» in Wisconsin, the project will not onl> be 
continued using Stale funds^ but the' model will be expanded 
to encompass the entire handicapped, population. The new 
Project Skill will be a handicapped placetnent and affirmative 
action resource for all of Wisconsin civil service. A precedent 
will aKp be set in that ^he ongoing program will be thejotnt 
responsibility of two departments - Health and Social 
Services as well as Adnr^iniswation Jhe new program will be 
meshed with the setting of hiring and promotion goals for 
persons who are handicapped in each State agenc> affirmative 
^ 'iijction plan The$e efforts will in tum be strengthened by the 
promulgation 6i a training package now being developed 
through an Intergovern mental Personnel Act (IPA) grant. 
The paekage will contain the basic' information needed by 
personnel managers and supenisors regarding handicapped 
affirmative action. The topics that will be developed in depth 
inelude Legislative mandates^ facts and figures about the 
ability of the handicapped population, reasonable accom- 
modation Its deHnitton. parameters as well as a delinea- 
tion of the resources available to enable hiring authorities to 
meet their responsibilities The IPA project also inclu(^cs an 
in-depth analysis of the State's M^agement Information 
System, ta assure that the most workable approach is 
^ ,»plcmentcd to gather needed statistics on handicapped 
ployees. applicants, and reasonable accommodations. Asa 
nrst stdp, the State application has been modified to allow an 



mJivjdual to define a handica|:^pin^ coftdition. 
■ Further spinoffs of the project include the Skill Extension 
to Cities and Counties, an effort funded throikgh 4~percent 
discretionary funds of the Governor*s Manpower Office. Thus 
far, injits short existence this project has brought together 
various agencies at the local level into new and hopefully 
ongoing relationship^. Comprehensive Employment and 
Training Act (CETA) funds (Work Experience and Public 
Sen ice Employment) have been used as subsidy for positions 
for persons who are mentally retarded or emotionally^^ 
disturbed- The attention of funding sources (Area Manpower 
Boards) has beenjeffectively focused on the employment and 
trainiivg needs of the target populattons. Referral sources 
and service provider agencies (Cojnmunity Auion programs, 
Division of Vocational Rehabilitaticin, local Mental Health, 
and Developipent Disabihties Boards, etc.) have not only 
become alert to the potential value of CETA resources for 
the persons the> serve, but have also ^tered into formal co- 
operative relationships with the project. These new, defined 
processes provide for smooth, coordinated services to the 
consumer and have resulted in additional, substantive 
emplo>ment and training opportunities that did not t^vs>i 
previously for this population. 

Project Skill has not only worked, but it has grown and 
gained acceptance. Given budgetary and fiscal constaint^, the 
fact that the project has gained the support to assure itsr 
continuation under GeneraJ Purpose Revenues ts a major 
achievement. The fact that two State agencies have^entered 
into an unprecedented erfort to assure its continuation is an 
event worthy of special note. 

It should be understood, however* that there were"no 
special conditions unique to Wisconsin that resulted in^ 
viable project. The conditions and the outcomes can be 
^epticated in other jurisdictions. Over the long term, the real 
>alue of the model deve)oped by Project Skill will be m the 
extent to vvhich other States or local gc)vemments are able to 
adapt or adopt the methods and approaches that evolved - 
from Projea Skill. It hf^ worked and will continue to work m 
Wisconsin. There is continuing concern on the part of all 
involved with theihitialeffortth^t other governments are able 
to pur^ui impt^entation of the model or adaptation of its 
struaure to their own urcumstances. This monograph has 
been written with that purPose m mind. 



Where 4o imci >l4»rc Itiformatlt^n 



Ftif more infoimanon on (his and other programs of leseaich and development funded by the Employ- 
mem and Training Admunstrationi contact the Employment anS Trajiung AdminTstTation, U.S. Depart- 
ment of,LaWi, Washington, DC 20213, oi any of the Regional Administrators for Employment and Train- 
mg who^e addresses are listed below' ' * • 



Location ' , 


* States ScrvctI" 


f 


John f\ Kennedy BIdg, 
Boston, Mass. 02203 
1 


Connecticut 
Maine 

Massachusetts 


New Hampshire 
' Rhode Island 
Vermont 


1515 Broadway 

New York NY 10036 


New Jersey * 
New York 
Canal Zone 


Puerto Rico * 
Virgin Islands 


P.O Box 8796 
Ptuiadelphia, Pa. I^IOI 


Delaware 
Maryland 
Pennsylvama 


Virginia ^ 
West Virginia 
District of Columbia 


1371 Peachtree Street, NE 
Atlarvta, Ga 30309 


Alabama 
Ronda 
* Georgia 

Kentucky ^ 


Mississippi, 
North Carolina 
South Carolina 
Tennessee 


230 South Dearborn Street 
Chicago, ni, 60604 


Illinois 
Indiana 
Michigan 


Minnesota 

Ohio' 

Wisconsin 


^1 1 Walnut Street 
Kansas City, Mo 64106 


Iowa 

Kansas ^ 


Missouri 
Nebraska 


(jnffin Square BIdg. 
DaUas, Tex 75202 


Arkansas 
Ijouisiana 
New Mexico 


Ot^lahofna 
Texas 

\ ^ 


N6I Stout Street 
Denver, Colo. 802<*4 


Colorado 
Montana 
North Dakota 


Sotith Dakota' 
Utah 

Wyoming 


450 Golden Gate Avenue 
S^n Fiancisco. CaliK<**iO: ' 


Ari/onav ' - 
Cahforma 
Hawaii 
Nevada 


Amencan Samoa 
(^am 

Trtisf Terniory 


^CW Fiisr Avenue - 
Seattle. Wash, 98J74 


Alaska . * 
Idaho 


Oreg^)n * 
Washington 
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